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Purpose 

The purpose of this procedure is to ensure that the baseline data used by the Project Engineer 
in the development of the Comprehensive Transportation Plan (CTP) is reviewed and endorsed 
by the CTP Team, or the group that is designated as the main contact for the study (this may be 
a multi-jurisdictional steering committee, a planning board, elected officials, or another group).  
The data referred to in these procedures include base year collected data (including but not 
limited to – population, housing, employment, traffic counts, transportation network, or other 
inputs for the technical analysis tool).  Environmental data is not included in the endorsement 
process by locals. 

Background 

The data endorsed by the locals is the baseline data that is used in the development of the 
CTP.  These data needs are identified during the CTP Visioning Process (see “Agreement on 
Tools and Data Needs” procedure) (Future link). The baseline data should be consistent with 
the baseline data requirements of the agreed upon analysis tool that will be used to develop the 
CTP.  This baseline data is used in the development of base year maps, future year maps, and 
future year data projections, which is endorsed later in the CTP process.  It is vital that the 
baseline data is accurate and reflective of existing conditions in order to ensure that errors are 
not propagated throughout the development of the CTP.     

Responsibility 

The Project Engineer is responsible for: 

•  Collecting the required baseline data from various sources 

•  Formatting the baseline data 

•  Holding a meeting with the CTP Team to endorse the baseline data 

It is also preferable that prior to endorsement, feedback should be given on the format of the 
baseline data.   For example, some committees may prefer some data be shown graphically 
and other data in tables. 
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Policy, Regulatory, and Legal Requirements 

None 

Scheduling and Time Constraints 

Typically, the data should be prepared and distributed two weeks prior to the scheduled CTP 
Team meeting to allow time for review.    The baseline data may be distributed one week prior to 
the scheduled CTP Team meeting if it is being electronically transferred.   The review time frame 
should be determined by the endorsing body. 

Endorsement of all baseline data may not occur in one meeting, but during the course of multiple 
meetings.  Documentation through meeting minutes is sufficient record keeping of the baseline 
data endorsement. 

Procedures 

Procedure Input: Collected and Quality Checked Data (See various data collection procedures 
under the Conduct Needs Assessment section of the Procedures Manual and the “Quality Check 
Data” procedure) (Future links) 

Procedure Output: Minutes from the CTP Team meeting endorsing the data.  Endorsed baseline 
data. 

The Project Engineer follows the steps outlined below to obtain endorsement of the baseline data 
by the locals. 

Step Action 
1 Prior to the agreed upon timeframe for distributing the baseline data, the Project 

Engineer prepares the baseline data to be distributed to the CTP Team for review.   

2 Two weeks (or the agreed to timeframe) prior to the scheduled CTP Team meeting, 
the Project Engineer distributes the baseline data to the committee by mail, if 
required.  If agreed to by the committee, the baseline data may be distributed closer 
to the scheduled CTP Team meeting if the baseline data is being electronically 
transferred, but usually not less than one week prior to the meeting. 

 3 The Project Engineer schedules and conducts the CTP Team meeting.  

Note: Endorsement of all baseline data may not occur in one meeting but during the 
course of multiple meetings. 

4 At this CTP Team meeting, the Project Engineer presents the baseline data that has 
been collected and quality checked. 

5 The Project Engineer engages the CTP Team to provide any corrections, 
adjustments, or other feedback on the baseline data. 

6 Once all concerns about the baseline data have been addressed (including through 
additional meetings, if necessary), the Project Engineer formally asks the CTP Team 
for endorsement of the baseline data. 

Note: Endorsement should be generally defined as a consensus among the CTP 
Team.  A formal or official vote is not required. 

7 Following the CTP Team meeting, the endorsement of the baseline data, should be 
documented in the CTP Team meeting minutes. 
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Warnings and Precautions 

Endorsement should be generally defined as a consensus among the CTP Team.  A formal or 
official vote is not required.   

It is vital that the baseline data is accurate and reflective of existing conditions in order to ensure 
that errors are not propagated throughout the development of the development of the CTP.   

Resources and Tools 

None 

Contacts 

•  For suggestions to change this procedure contact: Earlene Thomas (919)733-4705 ext. 47 

•  For questions about performing this procedure contact: Tyler Bray (919)733-4705 ext. 58 

Glossary 

For a complete listing of terms, definitions and acronyms, go to the Master Glossary. 

CTP Team – The group that is designated as the main contact for the study.  This may be a 
multi-jurisdictional steering committee, a planning board, elected officials, the MPO TCC/TAC 
(or subcommittee), or other group. 

User Access 

Restricted NCDOT, FHWA, MPO, RPO, Consultants, etc. 

Flowchart 

None 

https://intranet.dot.state.nc.us/content/doh/preconstruct/tpb/manuals/glossary/acronyms_glossary.pdf
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